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DEPARTMENT OF NATURAL RESOURCES POINT OF SALE CHANNEL 
The Department of Natural Resources (DNR) is migrating to a new web based system. This user guide 
will help in navigating through the new Point of Sale (POS) system as well as highlight changes from the 
old system. 

A user with the role of a POS cashier will have the ability to sell, void, and reprint licenses and permits. 
This manual covers the following sections: 

• Hunting & Fishing Licenses 

• Duplicate Licenses 

• Reprint Last License 

• Void Licenses 
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I. RECREATIONAL LICENSES AND PERMITS 

STEP 1: LOGIN 
Your site administrator will provide your User Name and Password to you.  To set up a new user 
account, change or reset password, please contact your site administrator. Complete the following steps 
to login to the Point of Sale System: 

1. Enter your User Name and Password. 
2. Click Login to enter the system. 
 

 

STEP 2: SELECT THE SALES OPTION 
In the opening screen, you will have the following sales options: 

• Hunting & Fishing Licenses 

• Duplicate Licenses 

• Reprint Last License 

Unlike your previous DNR system, you will have a radio button to the left of each sales option. Complete 
the following steps to select a sales option: 

1. Click on the radio button next to the option the customer is requesting.  
2. Click Continue. 
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STEP 3: CUSTOMER LOOKUP AND ADD NEW CUSTOMER 
In the old system, you have to identify whether the customer is a new or an existing customer before 
starting the transaction. In the new system, you will complete a search on each customer first, then 
proceed to add new customers or process with existing customers. The search in done in both cases. 

The following are the options to search for a customer: 

• Customer ID and Date of Birth 

• Last Name, Date of Birth and either Last Four Digits of Social Security Number (SSN) or Last Four 
Digits of Driver’s License (DL) 

 

3a: New Customer: Resident, Non-Resident (US), Military Personnel or Dependent 
The following are the steps to add a new customer: 

1. Enter the Last Name, Date of Birth and either Last four digits of the DL Number or SSN. 
2. Click on Continue. 
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3. If you get no results, you will have an option to Search Again or Manually Enter Customer 
Information. 

4. Select Manually Enter Customer Information. 

 
 
5. Select the Residency Type, and then click Continue. NOTE: The following are the two additional 

options that were not available in the old system: 

• Non-Resident (International Address) 

• Resident, stationed outside of SC, but on leave in SC  - For military personnel stationed outside 
of SC 
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6. Complete the customer information. NOTE: All fields that have a preceding asterisk (*) are required 
fields.  

 
 
7. Select the customer Identification Type. Enter the ID Number and select the Issuing State. Click 

Continue. (Note: The issuing state option will not be available if you select Passport). 
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3b: New Customer: International 
There is a new and convenient feature to add new international customers or returning international 
customers whose Customer ID is unknown.  The following are the steps to add the customer: 

1. Click on International Customer on the Customer Search page. 
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2. Enter the customer’s Name, Address, Phone number, and Demographic data.  Note - you can use 
the Zip Code field to enter the postal code. When entering international customers, the field will 
accept both numbers and letters.  

3. Click Continue to advance to the Customer Identification page or back to make changes. 
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4. Select Passport for customer identification and enter the passport ID Number. Click Continue to 
proceed. 

 

3c: Existing Customer 
The following are the steps to find an existing customer: 

1. Complete the customer search using one of these two options: 

• Customer ID and Date of Birth 

• Last Name, Date of Birth and either Last Four Digits of Social Security Number (SSN) or Last Four 
Digits of Driver’s License (DL) 

2. Click on Continue. 
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3. Review the customer information. Click Continue to proceed if the search yields the correct 
customer. Click Back to search again or Add New Customer if the results do not match your 
customer. 

 
 
4. Verify the residency information and update if needed. To edit, click on Change. 

 
 
5. Verify the customer information and update as needed. Continue to the Customer ID screen as 

described in section 3a. Step 7 above. 
 

STEP 4: SELECT CUSTOMER PRIVILEGES 
This page will display the options that are available for purchase to the customer and show the 
privileges that the customer already possesses. 

Select the privileges that the customer would like to purchase. Note, if only one license is allowed, the 
quantity field is greyed out and has a default value of one. You will also see the current privileges that 
your customer holds. 
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4a: Conflicts 
Some privileges will not be available to the customer if they already have an existing license. For 
example, if a customer purchased a 3Yr Combination License in 2010, this privilege will not appear in the 
list of options until it is due for renewal. 

4b: Pre-Requisites and Other Requirements 
There are privileges that require meeting certain conditions prior to purchase of a license. For instance, 
to buy an Annual Big Game Permit, an Annual State Hunting License is required. Additional requirements 
may be required based on the privilege selected. An error will be received if Pre-requisites are not met. 

Once you click on Continue, the system will prompt you to enter the additional required information as 
needed. Common examples are Hunter Education Details and Migratory Bird Survey as shown below. 
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4c: Seasonal privileges 
Seasonal privileges such as Shrimp Baiting license, Antlerless Deer Tags, and Turkey Tags will only appear 
as the hunting season approaches. 

4d: Short-term privileges 
For Short-term privileges such as 14 Day Saltwater Fishing License, you will need to enter the start date. 
Once you select the privilege(s) and click on next, you will be prompted to enter the Start Date as shown 
below. 

 

STEP 5: ORDER SUMMARY 
Verify the order. Click Back if changes are needed. Click Continue if everything is correct to complete the 
purchase. 
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STEP 6: PRINT LICENSE 
The receipt will be shown. Other privileges owned by the customer will also by shown on the receipt. 

1. Click on Print to print the license. 
2. Click Continue to return to the sales options page. 
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II. DUPLICATE LICENSES AND PERMITS  

STEP 1: SELECT SALES OPTIONS 
When you need to sell a duplicate license: 

1. Select Duplicate Licenses from the sales options. 
2. Click Continue. 

 

STEP 2: IDENTIFY CUSTOMER TYPE  
There are two options for customer type: 

• Individual 

• Business 



South Carolina Department of Natural Resources   16 
 

Click on the radio button that relates to your customer then click Continue. 

 

STEP 3: CUSTOMER LOOKUP AND VERIFICATION 
1. Complete the customer search using one of these two options: 

• Customer ID and Date of Birth. 

• Last Name, Date of Birth and either Last Four Digits of Social Security Number (SSN) or Last Four 
Digits of Driver’s License (DL). 

 
2. Click on Continue. 
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STEP 4: VERIFY CUSTOMER INFORMATION 
1. Review the customer information and click Continue. 

 
 
2. Verify the customer information and update if needed. Click Continue to proceed. 
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3. Verify the customer identification type and update if needed. Click Continue to proceed to the 
summary page or Back to make changes. 

 

 
 
4. Select the privilege type to reprint. 
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STEP 5: ORDER SUMMARY 
Verify the order. Click Back if changes need to be made to the order. Click Continue if everything is 
correct to complete the purchase.
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STEP 6: PRINT LICENSE 
View the order summary. You will see the other privileges that the customer has.  

1. Click on Print to print the license. 
2. Click Continue to return to the sales options page. 
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III. REPRINT LICENSE 
Each user will be able to reprint the last license they sold. Users will not be able to reprint each other’s 
last sale.  

STEP 1: SELECT SALES OPTIONS 
Complete the following steps to reprint the last license: 

1. Select Reprint Last License from the sales options. 
2. Click Continue. 

 

STEP 2: ENTER REASON FOR REPRINT 
Enter the reason for reprinting the license. Keep the reason short and to the point. 
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STEP 3: PRINT RECEIPT 
Verify the customer information.  Click Print to print the license and then Continue to return to the sales 
options page. 
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IV. VOIDING LICENSES – ADMIN USERS ONLY 
Only Admin user roles have rights to void license sales.  

1. From the Admin Main Menu, click Void License. 

 

2. Enter the Transaction ID to be voided. 
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3. Enter the reason for the Void in the Comments field. Click Confirm Void. 

 

4. When complete, a Transaction Successfully Voided message is received. Click Finish to return to the 
Admin Main Menu. 
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